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REPOKT OF STUDY OF CERTAIN OCI PUBLKCATICNS

1. Jutoority fur Study

Tae Genaral Services Cffice cperates a small reproduction feeility to
print reports and octher special materisl for certain offlces of 01, It was
determined taat & survey of tals reproduction facility and of the material
being reproduced should e mads to determine if the feelility ls sdequately
and efficiently performing this wore and if any lprovesents in format of
waterisl snd methcds cculd be effected. hief, Secretariat, 20X1A
Publieaticvns Domrd, 0], efter clearsance ¥ “iy Sgreed tc the study
of the publicstlcne on September 24, 1953. The study vas stasted cn
Septewber 29, 1951,

2. Segugroand

The reproduction facility performing tais wors es originelly esteblisned
was under the Jurisdictica of {Ci. Gince meny tecinical and perscnnel probe
lems are iovclived im suoh su cperation, Ueseral Services Cffise, by agreement
with 0CI, assumed responsibility ror opersticm of the festiity in September
1952,

Tae plant 1s smll, comsisting cf tuves Multilith macnines, e 11" x 17"
semors, pletams:ing equipment, s dittc msanine, and & smultiple punch. Caly
speoial wori whish for security reascas campot be dome elesviere is dune in
this plant. Fersconpel copsiste of four pressmen snd che camersmes. Obe
prossman woris frcm 5100 pow. to 1130 a.an. and cue pressmet works from 10: 310
a.m. to 7100 p.ms  This arvengenent ls necessary becsuse of tw desdlines
established cn tae various reports.

3+ BEcpe of Study

Thae study ineluded & complete review of the publications reproduced by
tiis facility, the metacds of aandling tais vore, and the squipment svailable
wita walch to do the work required.

&, Fled: decommstdntions

The study revesmled that tae feeility is producing e comparatively large
scunt of short-ran vork vithin very tignt demdlises. A tawlation of the
waaber of schedulad reports profuced sad the time achwdules for saeir pro-
ducticn iz attached as Appendix A.

It vas alsc foand tast preciically all of the work produced by tais fa-
eility is done in red asd blmck inx. The red in: preprinted shwets are
printed in advance sad stoczed for use inm printing the text of the repcrts.
Scme of the preprinting is dome in toe plant but most of it is dons in tae

25X1A M » ant. A stooring probles is present since scme 56 different
prepriated shaets are reguired.

Approved For Release 2001/07/28 : CIA-RDP78.04718A000100180096 8




!ppruve! !Dr Release 2001/07/28 : CIA-RDP78.04718A000100180096-8

[

Bomercus miscellanwecus Jobs (other than regular periodicals) are alec
printed by this facility. The musiber of Jjobs printed per month is in exvess
of 300 and the mamber of press impressions is in excess of 500,000 per month.
Asmaal pross lmpressicns are in excess of 6,000,000 and the vorzlosd s
increasing.

The wors produced by the facility is of exceptionally high guality for
it work, Produotion is satisfactory for wrkx of this type snd all desdlines
are regularly met, Considerable cvertime is worked by thoss employees, due
primarily to special jocbe regquiring weal-end vork amd late receipt of
schadclad jobe in the plant which requires emplayesas to wirk beycmd their
regnlar quitting time im order tc get these jobs cut. This overtime cannct
be svoided.

he reports and publications produced by tals feetlity reguire mumsrcus
amps, many of them ia multiple eclure. I8 order to produoe tais wark OCI
cperates & complete graphice umit which prepares Baps 88 required. Because
of the Light time scbeduie moet of tiais vork is produced by the reprodueticn
fecility im the building. when time and classification permit certain base
mps are erdered from Cartograpay Divisics rather tase perfrming the cartcg-
raply and printing in the local fasilities.

This grephios unit alsc performe otiwer graphlos services for (CI and other
offices of ton Agency. 7CI hms in procese plans to incresse the persomnel of
this unit frew tiree empluyees tc wight employees end to wurk taese employves
18 twe paifts. Since this increass Sin perscanel is primarily for ths purpose
of lncrossing the number of grephics in the CCI publicsticas, it will ua-
foubtedly lead % en incresase in the amount of printing required of e repro-
duetion fecllity.

Tae OCI staff is mandling s large and complex smoumt of waterial in so
efficient menner. Thie staff fully cooperates with the reproduction facility
in all ways and the woriing relaticusilp is excellsat. The OC! staff rendsred
vausual sssistance and cocperationm in the meking of this atudy.

A list of specific findings and recomsendaticns pertaining thereto follcows:

Finding Bo. 1

ALY reporis sl epecial Jobe dome by tais facility are printed un cnly coe
side of the peper. Mis results in use of a sheet of peper for esch printed
Page and also dcubles the smount of assesblizg reguirsd. During the study
the metter of printing on both sides of thv paper ves discussed with OCI
officisls sad Lt vas determined thet some of the repurts oced to be printed
o ope side omly since the pages are slipped end posted for filing by the
users. There are hovever, cother printed publisations vhiss sre not wo uped.

mmtiw Ane 1

Thet all repcrts and other publicaticns whiok are not 1o be clipped by tae
users be printed us both sides of the paper when cthervise feasible. It is to
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be ths respuasibility of the (CL regulaiticaiog cffise tu indicate thoee
publicaticng and siscellanecus repourts walch are tu be printed ca both
sides of the shsel.

siile pu estimete cen be made oI the savings possible from this recuss
mendation, (% will resalt is use of less paper, less press time, snd less
asponibling time.

Pinding Bo. &

At predeni the cover shwels of reports are printed thiree times. oe
printing is for the clamsificaticn in rod ink; a second printing s Doy
coriain stendaidized material wiich s printed /n blso: ins; the talsd
printing is for the date and, in sote Cases, the title of the report.

Ewop tion Ho. 2

Tant thae seccod and thiyd sriatings (bleck im:) be ccmbined ty use of pre-
printing on the plats the standsrdired matorial. Tho date and title {and any
otiw: varisble msierial) is tc ve typed oo the preprinted plate. e plete
wiuld toen Bs rmam, thus printing all of this material in e single printing.
The preprinting «f the plate {5 tc be doune in the plant vith reproducible .ai.

It {3 estimatod that $ils rocomsandation will result in e seviogs of 155,00

press impressions and §1,550.00 per year. Prioting tiw preprinted plate will
soat H25.00 per year. Set sevings will tasrefore be $1,625.00 per year.

¥inding K.

Assentling of the Jdaily reports ass prepented s problem inm thst four of
the reports we printed and aseembled between the nours of 1100 sad 1400.
Thers are an sversge of 7,000 sheets ©f these repurts ansombled. It Las
ween pecesamcy (¢ agve D1 persounel assist with this assewbling in order
somplete 1t ca time. In addition tc this woridload thwre ae cther deilies,
wew:lion, nontiiiep, snd miscellanecus reports 1o be assemdled. There hes
been Be spatialized perscnmel empicyed in the plant o bandle tais work al-
tacugh arrengeset:ts nave boon made to clesr and anslign a perecn €0 talis wors.

fecommondativa Hu. 5

&. That & specislly trasined cuplcyee be cleared amd assigned €0 this
pleat to assesble all work produced in the plant.

b That G830 conduct tests of Xnowd semigotooatic gollating machines to
determing tne ressiblility of precuring such a mackise to facilitata tais
wixine  ALL ©f tals wore is 42 be produted by s single swpliuyes, avgented
duriug rasa pericds by Sther plant persoanel.

GuTh:  1f it is deterained, alfter sdequatle testing, that such & mmchlins will
fagilitate this wori G50 shuwwld proceed with tae procurement. Cost of
suel moshive is act o exteed $1,000.00,
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ading Bo. %

The largest single probles presented by the UCI work produced ia tais
Lacility 1s tas peoepeity of preprinting sad atookimg scew 4O differemi bese
sheets upcn which the text of the reports are printed. In edditiom to the
cost <f this dcuble printing which sversges $250.00 por monts there (s tue
proviom of meintaising worring stotks of these 40 items on mand. Furtder
ecmplicating tals situatica is the limited spese svailable for stco:ing
thess items. The space situation asses frequent primtings of small quentl-
ties necesgery.

uriag the study tas meod for primviag all claseificaticas in red ink
was diecuosed with OC) officimls. #hile 1L was egreed Lost yod ilu. wes wc i
required by regilation for sll of tanse classifications, it wes falt taat
bocguse ¢f the use madle of thsse aighly restricted dcecumenis it 13 very
dnsiradle o comtines the present foramt.

hat 050 procure two type sagments £oo atiesament $o twe & ihe Medsl 1250
We1lsth mechines ix the plamt. The purpcee of thess segments s o onable
taese machises $¢ prist o oolors at oms time. Therefors (U will be pcasidble
%0 priat the alassifications, titles, etc., in rod im: and the toul o tae
reports i2 blass imk at the sese time. This will gsompletely eliminats the
problen snd expeneer of preprinting and stociing the different sagsta 12 red
imk.

These segments 2an be purahased o spproximately $3,100.00 sazi. Total
eost far twr segments snd necessary type will Ye spproximetaly 02, 50C.00,
Seviogs 1o srinting scsts will be at least $25C.00 per muota v 535,000.00 per
year, Therefcre, the ¢ust of this equipment will be smurtiszed (o abat 1O
moathe .

Tohe i)m'.ity of the prepriating valeh is t be elimingted (s 4.0e iu tae
plant. Therefore the prissry bemeflt o be derived frem tals
reccomepdation by the looml facility 1s the elimimaticm of the problem of
maintaining adequste ctooxs of the preprinted ltems and the problem of elueis
ing this meterial In the limited space mvailable.

25X1A

BOTE: It may be necessary to redsalgn the rod border sround gome < tae
reports in order to efficiontly utilize ihe Yype segmemt. 1 tais s
naceoprry, OB ofMclmls will commult with OO0 officiale ln worsing
mit @ sasisfect ry border wilen will work on the mech:ne.

¥ Mo

The vori in tals reproducticn fesility is of such & mature that specially
trained perscanel is ersential to maiztain profucticn at the rate necesanry
to meat the rigidt desdlines. There is wlsc the unooessity ¢f Jeving tie full
qompliment of parscnnel on board every wors: day. A small reserve of suupetsat
personnel which amn be veed to fIL1 in forr ebsentaes la desirabie.
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Thet, within the limite imposol Yy security reguiremsais, the Printing and
Reproduction Division give co-the-jod training to competent perscanel ia all of
tae passes of work perfarmsd in the fasility; amd thet this specislly trmined
parsomnel be assigned to the plant s mecessary to perform any of the types of
woric fonr which the persconel say be required.

#indiog Ho, &

he present CI grsphics steaff of three empluyees is o be sugmented Ly
five sdditiconl smployess. This will eventually lesd tc an inerease ia tiw
magber cf waps wilch sppesr in the daily and weerly reports. Mach of tals
work is in two Gr more colors and reguires cousiderable time W process. If
such sn increasc mabtarializes it will require varicus sdjustoeais in order to
weet deadlines.

Recommpdation fo. &

a. That CI give Priating end deprofucticn Division offisisls saple noti-
ficatiuh of suticipated inaremsss of grephics in the pericdizals se that suit-
able plans can be made tc handle such work in the reproducticn fecility witae
out resorting to contimicus excessive overtime.

b Tumt CI, % the sxtent possible comeistent with seurity requirements,
heve grephlos requiring two or more colors priated in the [ »1e0t in 25X1A
vrder € utilive squipmewt more suitable for tals type of wurx and i prevent
overiceding the lueal feeility to the extsat that difficulty will be en-
countered in meeting dendlines.

%

The reccmmendations meds beresim will result ln substantial improvements end
econanies in the sandling of tals priating progreas. Scme face cnly pristing
vill be eliminmted {Reccumendution Ho. 1); the mamber of pristings of cover
sheets will be reduced (Recomsendatica No. 2); ell sseambling will e dcoe in
the plant by G680 persconel st less coat (Reccmmesdaticn ¥o. 3); preprinting
and stogiing of different items will be slimismted (Reccmmmdation ¥o. 4); and
trpined perscanel will be available to £111 im in the plant 28 required
(Reccomendntion Bo. 5). Thess reccmmendations vill result in samual labor
saviags of epproximetely §$4,625.00 por yesr sand will snedble the reprodustion
fecility to nendle the incressing worilosd without sa increase im perscanel.
Taere sre othwr acnetary sevisgs woleh camnot Ve estimated. wiile such savisgs
are imporient, the edditional Yemefits to be reglised from the sdoption of

i these recommndations are of squal 1aportance.

in crder W implasent tas recommendsticns mede herein the folloving sctlom
is sequired:
s R

(1) HMeie arrengements tc print oa both sides of toe sbeet thoee reports
and other material vhich are sot to be used forr clipping. (Recommeodation
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{2} Mrengs vith G5O the primting of necessary plates for the standard-
t30d bvlasi printing of the gover sheets snd maie these plates available to
typists for the typiag in of toae date, muber, eotc. (Heccomendation No. 2.)

{3) Comsalt with 080 as pecessary in mexing the chenge over tc the Swo
solor printing in order tc be of assistance in sclving soy problems whilon
sy arise. {Reccomendation Ho. &.)

(b} Coopermte in sescuring clearance of perscunel tc receive training
in the plant for £illein wors. (iecomendation fc. 5.)

{5) Zeep OGO advised as to poseisle incremses 1b work losds waloh could
heve sn effeci upon the mecting of deedlines. (Soccomendatico Ho. 5.)

v By g8

{1) Aave a compotent smployee clesred snd sssigsed ic tae plant to
perfora the asswmbling wors. (Heccmoeodstict Bo. ia.)

{2) Ccoduet tasts to determine whether o semiautcmstic essembling
mpcaine shadld be instellsd In the plant. Frocure such s weahise 1f foupnd
to be Teasidie., (Reccamendation Nu. 3b).

{3) Prosure color segments for twe multilith sechi.pes and disccatinus
preprioting and stociing of rod preprinted sheetis vhes this e@iipmunt is
insteliled wd in cperation. (Reccsmendatics No. 4.)

{4) BSelect end sewigh qualified, dependsble smployoes to e plant for

co~the-J0h trsining in all pheses of wor: perfoymed by the plant.
(Rescemendntion Bo. 5.)
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